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Illustrated Testing and Collection Procedures 

 
 
This Guide illustrates by way of flow charts some of the basic testing and collection procedures 
used in the DTP/CCS program.  This is only a reference guide and not intended to take the place 
of the DTP/CCS Users Guide. 
Processes illustrated in this guide are listed below. 
 
Collect Samples PFAC 
Collect Samples PFAS 
Converting Excel/Access Files 
Early Returns 
Importing Rosters 
Modify Roster and Moving Members Between Pools 
Pool Management 
Posting Results 
Random Testing 
System Parameters 
Test A Specific Database 
Unit Sweep PFAC 
Unit Sweep PFAS 
Update Collected 
 
 
Note: PFAC in this Guide refers to when collection method parameters are set to “Print Forms at 
Time of Collection”. PFAS refers to collection method parameters set to “Print Forms at Time of 
Selection”. 
 



Main Menu 

Select “Collect 
Samples” Button 

Members On Form 
Displayed 

To Move Selected 
Members to DD2624 

Use Drag and Drop method 
to move members 

Testing Members
Shown at Left 

DD2624 Form 
Shown at Right 

Use Red Arrow Tools in center column 
to move members between forms 

Print Forms Using 
Tool Icons at Center 

Print DD2624 Back Print Labels Print DD2624 

Save Form 

Next step is Post 
Results 

Saving the form will clear all current 
members and prepare a new form 

Collection of Samples 
is completed 

COLLECT SAMPLES   (When test parameters are set to Print Forms at Collection (PFAC)) 
 
 



From the pull-down 
menus under “Testing” 

select Update Test 
Pending Pool. 

Main Menu 

Update Collected screen 
is now open. 

Select members 
individually 

To select members by 
group select the “Select 
Group” button from the 

tool bar. 

At the group selection 
screen select the date 

and premise the test was 
conducted. All members 
for that date are selected. 

Their current status is 
pending. 

With the member(s) 
selected, select the 

Update Collected icon 
on the upper tool bar. 

All selected members will 
disappear from the Update 

Collected screen. 

Members have been 
transferred to the Post 

Results screen. Their current 
status is collected. 

Next step is to Post 
Results. 

Members selected in testing 
and awaiting collection are 

displayed. 

COLLECT SAMPLES   (When test parameters are set to Print Forms at Selection (PFAS)) 
 



Preparing an Excel File 
For Import Into DTP 

Open the Excel File Select File on the Windows 
Pull-down Menu 

Then select Save. The Excel file is now a 
CSV file. 

Login to the DTP Program From the Pull-down menus 
select “Personnel” 

Next select “Import Roster” 
The Import Wizard opens 

With the Save As Menu 
Open go to the Bottom of 

the Screen to the File Type 
Selection Field 

Select Save As 

Select the Import File Type 
“Comma-delimited” 

Press Next 

Scroll through the File 
Types and select Comma 

Delimited “CSV” 

A pop-up screen prompts 
user to insert a disk 

If the file is on disk then 
insert disk otherwise press 

cancel 

Pressing cancel opens an 
Explorer window 

Search for the CSV file 
and import 

At the “File Types” 
field select all files 

Follow the normal 
DTP Import Roster 

instructions 

CONVERTING EXCEL/ACCESS FILES FOR IMPORT 
 



Login 

Select the “Testing” 
Pull-Down Menu 

Select Record 

Main Menu 

Select Print Testing 
Products Button 

DD2624 Form 
Management Screen 

Opens 

Forms are shown on the Left 
along with Batch Numbers. 
Members assigned to each 

Form shown at Right 

Use Tool Buttons on Top to 
Print Forms, Labels and 

Testing Register. The user 
MUST Select the Close Form 

Button. 

Select Update Test 
Pending Pool 

Update Collected 
Screen Opens 

When the Form Management 
screen opens a new Form will 

automatically have been 
created showing the member 

selected from the Update 
Collected screen. 

Closing the Form changes the 
Members Status from Pending 

to Collected. 

The screens must be manually 
exited by selecting the Exit 

Button. 

Main Menu 

EARLY RETURNS 
 



Login 

Select the “Personnel” 
Pull-Down Menu 

Search Drives/Folders 
to locate file(s) 

Main Menu 

Import Wizard and 
Import Option screen is 

displayed. 

Select the pool to 
import data into. 

Next screen is 
Map Import Files. 

Organization column 

Select Import Roster Select the type of file 
format being imported

For each list or column 
there is a column title 

at the top of the 
column. 

For services that have 
multiple organizations. 

Set the Organization 
Hierarchy. 

Select the each organization 
column; select the title from 

the pop-up box. With the 
column highlighted select 
the top of the column and 
drag the column across the 

screen to the correct 
location and drop. 

Select each column that 
will be organization data 

and select the organization 
title from the pop-up box. 

Selecting the column title displays a 
pop-up box that displays the titles 
that correspond with the data listed 

in each column. 

Select the title for each column of 
data that is to be imported. This will 
highlight the column verifying the 

data is selected for import. 

For multiple organizations 
the system will title the 

columns Organization 1, 
Organization 2 etc. 

Click Finish to complete 
the import. 

The organizations are now 
in the right order, 

Organization 1 followed by 
Organization 2 and so on. 

IMPORTING ROSTERS 
 



To assign or move 
members between 

different pools 

Only members in the 
database that was selected 

at logon can be moved. 
 

Members within a database may be moved from pool to 
sub-pool, even moved completely outside the database. But 

no new members may be brought in from an outside 
database (Other than that selected at login). 

Select the Pool 
Maintenance button 

from the Main Menu. 

Select the Add Members 
button. The “Assign 

Members To Pools” screen is 
displayed. 

 

At the Assign 
Members To Pools 

screen select the pool 
you wish to move 

members into. 

Select the members to be 
moved and press Ok. 

The Pool Management screen 
is displayed. The database 
that was selected at login is 

highlighted. 

A list of members 
belonging to the 

database selected at 
login will be 
displayed. 

Select the Add 
Members Button 

from the Tool Bar 

The Assign Members To Pools 
screen will re-appear showing 
the members were successfully 

moved. 

There are two ways to 
move members 
between pools 

The Pool Maintenance Button 
on the Main Menu 

The Modify Roster Button on the 
Main Menu 

Pool Maintenance 

Modify Roster 

Members can be moved within 
and/or out of the selected 

database and it’s sub-pools. 

Can only move members back 
and forth within a specific 
database and it’s sub pools. 

Shown Below 

Select the Modify 
Roster Button on the 

Main Menu 

Members of the 
database selected at 
login are displayed. 

The “Pool Name” field 
displays the pool each 

member currently 
resides in. 

Select the Pool Name field and 
an arrow is displayed. Clicking 
the arrow displays all pools in 

the current database. 

Selecting a new pool will 
move the associated member 

to the newly chosen pool. 

Members may only 
be move within the 

selected database and 
it’s sub-pools. 

MODIFY ROSTER and MOVING MEMBERS BETWEEN POOLS 
 



Pool Maintenance 

Select the Pool 
Maintenance button 
at the main menu. 

Then select the ” New 
Data Base” icon from 

the upper tool bar. 

To Create a New Pool 

To Delete a Pool 

The “Assign Members to 
Pool” screen is open. 

Select the 
“Add Members” 

button from the tool bar. 

To Create a New 
Data Base 

To Delete a Data 
Base 

Select the Delete Data 
Base button from the 

upper tool bar 

Deleting a Data Base also removes all 
pools and sub-pools within that Data 

Base and it’s members. 

Select the New Pool 
button from the upper 

tool bar. 
 

Select the Add 
Member button 
from the upper 

tool bar. 

A Pool can 
have multiple 

Sub-pools. 

To add members to 
the new pool, select 
the Add Members 

button from the 
upper tool bar. 

Allows new Data Bases 
and Pools to be created. 

Use Data Bases, Pools and Sub-Pools to 
separate members into specific groups. 

Select the Post 
button from the 
upper tool bar to 

save the Pool. 

Select the Delete Pool 
button from the upper 

tool bar. 

Deleting a pool also removes 
all sub-pools within that pool 

and their members. 

Complete the Pool 
Information screen 

and save the new pool 
by selecting the Post 

Icon from the toolbar.

A list of members from 
the current database is 

shown, select member(s) 
and click Ok to move 

them to the new database. 

The current database is the 
database chosen at login. 

Shown at bottom as 
Current Pool. 

POOL MANAGEMENT 



Login 

Main Menu 

For Negative Select Update Negative Icon 
from upper tool bar 

Double Click Record 

Select Drug(s) 

To Mark Positive 

Post Results Select Member To select multiple members 
Hold CTL-Key & select 

OK 

Only members eligible 
for posting are shown

Record disappears moves to 
All History Screen 

Record disappears moves to 
“Members Tested Positive” 

screen 

Results are now 
posted. 

To undo a Positive Record 
Select Record and Right-

Click. Select un-post result.  
Add comments in comment 

box if desired.

In the Members Tested 
Positive Screen. Select 
member, Double-click 

Record. Enter Yes in Pop-up 
Screen. The members MRO 

Legal Field will Display 
“True”. 

Undo a Positive Select Members Tested 
Positive Tab to open screen. 

Record disappears moves to 
the All History screen 

Displays a “Cancelled” 
status. 

To Make a Legal 
Positive 

POSTING RESULTS 
 



Login 

Select Pool 

Main Menu 

Select the Conduct Random 
Testing Button 

Parameters setup at initial 
install are displayed 

To accept and 
continue 

Press Next. 

A Random Selection has 
been generated and the 

members chosen displayed 

Forms & Labels Print all forms and labels then 
distribute forms as required. 

The Random Test selection 
has been completed. 

If not acceptable they may 
be changed through the 
System Utilities menu 

Select Next to 
continue 

To add QC specimens, select the 
Add QC Specimens button on 

the upper tool bar. 

The next step in the test 
procedure is Collecting 

Samples.  

After viewing the parameters 
screen, once Next is selected the 
Random Test cannot be stopped.

See Collect Samples 
Section. 

The method used to collect samples depends on how the 
parameters were set: Print Forms at Collection (PFAC) or 

Print Forms at Selection (PFAS). 

RANDOM TESTING 
 



Login 

System Utilities 

System Parameters 

Testing Tab Randomized Testing 
Day Selection 

Box Checked 

Audit Log Tab Select # of days 
to Keep Records 

Manually Clear 
Records 

Auto Clear 
Records 

Purge 
Now 

Box Unchecked 

System will 
determine random 

testing days. 

User can test 
whenever they want 

to. 

Only one test a day is allowed if a second 
random test is run records from the first test 

will be displayed 

Default Testing Count Input the Commands desired testing % or 
personnel by numbers count 

Randomized Method By Percentage By Total Number 

Percent Based on 
Size of Roster 

Select Exact Number on 
Pool Management Screen 

Collection Method Print Forms at 
Selection 

Print Forms at Collection 

Requires all forms 
to be printed first, at 
Time of Selection 

Allows forms to be printed 
individually as members 

arrive at Time of Collection

Purge 
Options 

Selecting “Conduct Random 
Testing” button on main menu will 
advise if today is a testing day or 

not a testing day. 

SYSTEM PARAMETERS  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Set Primary 
Service 

Add graphics to 
display at startup 

Service Tab Primary Service Graphics to appear on 
main screen

Lab Address 

Set Lab Address 
3-Line Minimum 

Reports Tab Collect date 
set to a future 

date

Group By 
Gender 

Preview 
Before Print 

Sort 

Place male 
or female 
reserve or 
active on 
separate 

DD2624’s 

Allows test 
date to be set 
into the future 

Allows 
report 

previews 
prior to 
printing 

Sort Test 
Register by 

Name or 
Number 

Current 
Numbers 

Reset 
Batch and 
Specimen 
Numbers 

on Reports

Network Tab Notifies site when DTP updates are 
posted to the DTP Web Page 

Main Menu 

 

SYSTEM PARAMETERS  PAGE 2 



To Test against a 
Specific Data Base or 

Pool 

Select the File menu 
from the pull down 

menus. 

The Data Base/Pool 
selected will be displayed at 

the bottom of the Main 
Menu screen 

After the pool is selected 
any testing will be specific 
to the members within the 

chosen pool. 

Main Menu 

Select Change Pool. A list 
of available pools will be 

displayed, select a pool and 
press Ok. 

TEST AGAINST A SPECIFIC DATABASE 
 
 



Login 

Main Menu 

Other Testing 

Select Sweep Method 

Add QC Specimens 

All Personnel Random Selection 

Print Forms 

No 

Distribute Forms as 
necessary 

Unit Sweeps 

Members selected are 
displayed 

Yes 

Commanders 
Letter 

Individuals 
Letter 

Member 
Notification 

Work 
Copy 

Urinalysis 
Register 

Review Parameters Ensure that 
Print Forms at 

Time of 
Collection is 

Selected

Next 

Select the Add QC 
Specimens Icon from the 

tool bar 

Yes 

No Go to System 
Utilities and 

set the correct 
Method of 
Collection 

The Collection 
process is completed 

In the pop-up menu 
add the SSN and click 

add 

Members arrive for 
testing 

Print 
DD 2624 

forms 

Print 
DD 2624 

backs 

Print 
Labels 

Next step is to 
Post Results 

Collect 
Specimens 

CONDUCT UNIT SWEEP TESTING  (When test parameters are set to Print Forms at 
Collection (PFAC)) 
 



Login 

Main Menu 

Select a Sweep 
Method 

Add QC Specimens 

All Personnel Random Selection 

Print Forms 
 

No 

Unit Sweeps 

Members selected are 
displayed. 

Yes 

Commanders
Letter 

Individuals 
Letter 

Member 
Notification 

Work 
Copy 

Urinalysis
Register 

Review Parameters Ensure that 
Print Forms at 

Time of 
Selection is 

selected 

Next 

Select “Add QC Specimens” 
Icon from the tool bar. 

Print DD2624s 
and Labels. 

Distribute Forms 
as necessary. 

The Selection Process 
is completed. 

No Go to the System 
Utilities and change 

the Method of 
Collection. 

Yes 

In the pop-up screen enter 
the SSN and click Add. 

Other Testing 

Select Pool 

Next step is to 
Update Collected 

Complete forms and 
collect specimens. 

CONDUCT UNIT SWEEP TESTING   (When test parameters are set to Print Forms at Selection 
(PFAS)) 
 



Main Menu 

From the Pull-Down Menus 
under “Testing” Select 

“Update Test Pending Pool” 

The Update Collected 
Screen is displayed 

Members 
awaiting 

collection are 
displayed with 

a status of 
Pending 

Select a single 
member or multiple 
members by holding 

the Ctrl key while 
selecting. Or use the 
select group button.

The member(s) 
selected will 

disappear from the 
screen. Being 

moved to the Post 
Results screen. 

After selecting 
members click on 

the Update 
Collected Icon on 
the upper tool bar. 

 

Remain in the 
Update Collected 

Screen. 

All members “Update Collected” will 
now reside in the Post Results screen 

with a status of collected.

To Post Results see the 
“Post Results” Section 

To cancel members 
And remove them from 

a test group. 

Select member and click on 
the “Update Unavailable” Icon 

on the upper tool bar. 

The member will 
disappear from the 

screen being removed 
from the pool. 

The member will be 
displayed on the “All History 
Records” screen with a status 

of canceled. 

To Set a Due-Back 
Date 

Select 
Member 

Select “Update Due 
Back Date” Icon from 

the upper tool bar. 

Calendar screen will 
appear allowing a Due 
Back date to be chosen. 

A Due-Back date 
will appear for 

selected member.

Member will be 
chosen with next 
random test after 
Due-Back date. 

All History Records 
Screen 

Will show all member records including Collection 
Dates, Cancellations and Due-Back Dates along 

with a status for each member 

UPDATE COLLECTED 
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